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Using our online interpreter scheduling system for the first time: 

1. Access your secure account at: https://www.scheduleinterpreter.com/voicesforhealth
2. Save the URL in your favorites for easy access.
3. Your username is: your first name, dot, your last name (e.g. John.Doe)
4. Your temporary password is: voices123
5. Create a new password: Go to Tools and Settings > My Settings > Click on "Show 

Password Update Settings", enter new password, click on "Change Password" 

Once you are logged in, you 
will be able to review the 
calendar to see your 
appointments/assignments. 
You can click on any date to 
change the view to a different 
day. The dates that are bolded 
on the calendar are the ones 
that have appointments. Hover 
the cursor over any 
appointment to see details.    
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Scheduling a New Interpreting Request: On-Site
Click on the “Schedule Interpreter” icon to open the form and enter the necessary details. 

You will receive an email to confirm that the assignment is in the system. You will receive another email 
once the interpreter has been assigned; you can also view the interpreter in the assignment details.  

                            
 

These are the working languages needed for 
the assignment. Leave the default as “English” 
and choose the other language from the drop-
down menu. 

Be sure to correctly choose AM or PM. You can 
schedule the minutes in increments of 5 for an 
accurate start time. 

Indicating the estimated time you are planning 
to use the interpreter helps us with scheduling. 

The assignment description will help the 
interpreter know what to expect and prepare  
accordingly (e.g., terminology review). 

Please enter the patient’s/client’s full name  in 
the “Identify Consumer” field, including 
hyphenated names or last names as they 
appear in any records.  

You can edit the address to add suite numbers, 
floors, and cardinal directions. 

When finished, click “Submit” to 
process the assignment. After that, a 
window will appear with assignment 
number and summary.    

 

Use the “Additional Information” fields to 
record additional assignment data, such as 
DOB or record ID, for your own internal use. 

If your account has more than one location, 
click on this drop-down menu to choose. The 
address will populate automatically. You can 
modify the address if needed. 

If you schedule a same-day 
assignment using the online system, 
please also call us to alert the 
Request Coordinators. 
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Scheduling a New Interpreting Request: Telehealth / Video Conference Call 

When scheduling a telehealth / video 
conference session, open the drop-down 
menu for the platforms and choose the 
one that you will be using, even if you do 
not have the link to the session. 

To minimize errors, we prefer that you 
copy and paste the link to the conference 
platform when scheduling these 
appointments.  

We understand that for many providers, 
you will not know the link address until 
the day of the appointment.   

If this is the case, please email the link as 
soon as possible to: 

telehealth@voicesforhealth.com 
 

In the “DESCRIPTION” and “NOTES FOR 
PROJECT MANAGER” fields, please also 
write “TELEHEALTH” to help alert our 
Request Coordinators. 

If you schedule a same-day assignment 
using the online system, please also 
call us to alert the Request 
Coordinators. 



__________________________________________________________________________________________ 
426 Plymouth Ave. NE, Grand Rapids, MI  49506 ¨ 616-233-6505 / Toll Free: 1-800-VFH-3347 ¨ voicesforhealth.com 

Rescheduling or Canceling Assignments 

You can also reschedule or cancel an assignment by using the “Find Appointment” button. Hover over the 
assignment to reveal the menu and click on your choice.  

Rescheduling an assignment is a 
convenient option. 

From the Interpreting tab: 
1) click on the “Reschedule” icon

to populate a list of all of your
future assignments

2) locate the one that needs to be
modified

3) click on the little calendar icon
to the right of the assignment
you wish to change

A window with the assignment 
information will open, allowing you 
to enter the new date or time. Click 
“Reschedule” at the bottom of the 
window to confirm the change and 
you will see the new assignment 
populated on the designated date 
on the calendar. 

You will receive an email to confirm 
that the assignment has been 
rescheduled. 
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To cancel a previously scheduled 
appointment: 
1) find the assignment on the 

calendar 
2) hover over it 
3) from the menu, click on the 

“Cancel” icon  
 

 

Scheduling Multiple Requests (Clone Request) 
 

Cloning is a convenient tool for duplicating an assignment 
that has the same details. Once you submit the first 
assignment, you have the option of finishing or cloning. If 
you choose to clone, the scheduling system will open a 
new assignment with pre-filled details, except for the 
date and time. 
 
You can also search for a previously scheduled or 
completed assignment with the desired information and 
clone it from the menu option.    
 s 

You will receive an email to confirm 
that the assignment has been 
canceled. 
 




